
1  

 

Evaluation Entry System (EES) 
 

Userôs Guide 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fort Knox, KY 
14 April 2017 

 
 

UNCLASSIFIED 

 



2  

Table of Contents  
 
Accessing the Evaluation Entry System (EES).ééé..éééé.ééé.....................................3 

Navigating EESéééééééééééééééééééé...éééééééééééééé...4 

Creating a NCOER Support Forméééééééé.ééé..ééééééééééééééé..5 

Creating a NCOERéééééééééééééé.éééé..ééééééééééééééé..9 

Creating an OER Support Formééééééééé.éééé.ééé.ééééééééééé24 

Creating an OERééééééééééééééé.é.éééé.é.éééééééééééé..29 

EES Toolsééééééééééééééééééé..ééé.ééé.ééééééééééé..36 

View Profiles Where I am a Delegateééééééé..éééééé.ééééééééééé..37 

View my Rater and Senior Rater Profileééééééééééééé..éééééééééé..37 

Signature Removalééééééééééééééééééééééééééééééééé..38 

Support Form Signature Removalééééééé.éééééééééééééééééé.é.38 

Request ERS Accesséééééééééééé.ééééééééééééééééééé.....39 

Status & Management Tools: Evaluation Reports System (ERS)ééééééé..ééé.é...39 

Status Reports................................................................................................................................40 

Status Reports ARNGééééééééééééééééé.éééé....ééééééééé...44 

DASH 2 Rater/Senior Rater Profile Manageréééééééééééééééééééééé45 

Accessing Manage Delegates Function ééééééééééééé..ééééééééé.é47 

Adding a Delegateééééééééééééééééééééééééééééééé.......é48 

Manage Delegatesééééééééééééééééééééééé..ééééééééé.é.49 

Counseling Management Report Toolééééééééééééééééééééé..éé..é50 

Tips and FAQsééééééééééééééééééééééééééééééé.....é..é...51 

Troubleshootingéééééééééééééééééé..ééé..éé.éééééééééé..52 

Unlock Rater Profile Processéééééééééééé..éééééé.ééééééééé.é54 

Ways to Submit NCOER/OERséééééééééé...ééééééééééééééé.éé.54 



3  

Accessing the Evaluation Entry System (EES) 
 
 
 

 
 
 
 

 

 
 

  
    
 
 

 
 

Users must use the https://evaluations.hrc.army.mil/ web address to access EES. 

Users will select their Digital Certificate and select ñOK.ò 
 

After users select the appropriate CAC card certificate, the web address will take users to 
the ñTerms of Useò page.  Users will select ñI agree to the terms of the User Agreementò 

and select ñAccept Terms.ò 
 

Users must possess a valid DOD CAC. 

https://evaluations.hrc.army.mil/
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Navigating EES 
 
  
 

 
 
 
 
 

Users can navigate EESôs various functions from its Home Page. 

Training resources for OERs and NCOERs 

To view your profile 
and/or the profiles of 

individuals that you are 
a delegate for 

To return ñHomeò or 
logout the system 
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Creating a NCOER Support Form 
 
 
 
 

 

Create / Continue 
Support Form: 

ANYONE can create and 
edit support forms. 

Create / 
Continue 
Evaluation: 

ANYONE can 
create, but only 
Rater, Senior 
Rater, and 
Delegates can 
view and/or edit 
once saved. 

Manage 
Delegates: 

Go here to 
assign 
delegates. 

Create Support 
Form: 

Click on applicable 
button. 

Creation of an NCOER Support Form and corresponding NCOER 



6  

 
 
 

 
 

Enter applicable 
information for: 

Rated NCO, Rater, 

Senior Rater, and 

Supplementary 
Reviewer (if 
applicable) 

Confirm applicable information is 
correct. 

Click ñNEXTò 

Email data 
comes from 

DMDC. 
Defaults to 

upper case but 
can be modified 
to lower case. 

Can switch between SSN 
and DODID. Used when 
issued and entering an 
International Officer ID 

number. 



7  

 
 

 

Complete filling 
out the Part I 
Admin data. 

Click ñNEXT,ò 
and complete 
Part II 

Authentication  

(Rater/ Senior 
Rater/ 

Reviewer Info) 

Complete 
filling out the 
Part III ï Duty 
Description. 

DA PAM 623-3 Chapter 3 
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Indicate your 
Performance 
Goals and 
Expectations 
During the 
Rating Period 
in Part IV ï 
Performance 
Goals and 
Expectations. 

Objectives to 
be 

accomplished 
during the 
Rating Period 

Contributions and 
Accomplishments 
during the Rating 

Period 

APFT Goals 

Actual APFT 
Results 

AR 600-9 Chapter 3 AR 350-1 and FM 7-22  



9  

 
 
 
 
 
 

 
 
 
 
Creating a NCOER 
*Failing to comply with the error messages generated within EES could result in the inability to sign 
the evaluation or result in the evaluation being returned for corrections.  
 
 
 
 
 

 
 
 
 
 
 
 

 

Senior Rater 
Comments in 
Part VI 

Continue to indicate performance objectives and record 
significant contributions in Part V, blocks (c) - (f). 

Select the ñCreate NCOERò button on the top of the 
NCOER support form  

Select the ñRated Soldierò button on the top of the 
NCOER  
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Complete filling 
out any Admin 
data that was 
not carried 
over from the 
Support Form. 

Click ñNEXTò  

 

Refer to DA 
PAM 623-3, 
Chapter 3 

 



11  

 
 

 
 

¶ AR 623-3, Chapter 3 - When applicable, enter a senior rater statement in part V, block b of the 
NCOER explaining the reason why counseling was not accomplished when counseling was not 
completed and counseling dates are omitted from the NCOER. 
 

 
 
 
 

 

Select the ñRaterò button on the top of the NCOER  

Select 
appropriate 
ñReason for 
Submission,ò 
Rating period, 
and ñNon-

Rated Codeò if 

applicable  

Click ñNEXTò  

 

AR 623-3, 

Chapter 3 

DA PAM 
623-3, 

Chapter 3 

Enter any 
counseling 
dates that were 
not carried 
over from the 
Support Form. 

 

If no counseling dates are entered, then it must be 
addressed in the Senior Raterôs comments.  

Click ñNEXTò  
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Complete filling 
out any Admin 
data that was 
not carried 
over from the 
Support Form. 

Click ñNEXTò  

 

Complete 
filling out the 

Duty 
Description 

At least five characters but no 
more than nine 

Click ñNEXTò  

 

Refer to DA 
PAM 623-3, 
Chapter 3 
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¶ DA PAM 623-3, Chapter 3, block bðDuty MOSC - Enter duty military occupational specialty 
code (MOSC) (at least five characters but no more than nine). If ASI and/or language skill 
identifier are required, the duty MOSC will be either seven or nine characters; if the position does 
not require ASI or language skill identifier only five characters will be used. In cases where the 
rated NCO is filling an officer position, enter the enlisted MOSC that best matches the officer 
position. 

 
 
 

 
 

 
 

 

¶ DA PAM 623-3, Chapter 3 - In the space after the word ñAPFTò the rater will enter ñPASSò or 
ñFAILò and the date (YYYYMMDD) of the most recent record APFT administered by the unit; it 
will be within the 12ïmonth period prior to the ñTHRUò date of NCOER. However, the APFT date 
does not have to fall within the period covered by the NCOER. If the NCO was unable to 
participate in the most recent record APFT (for example, due to a profile or pregnancy), his or 
her status at that time will be documented appropriately. The APFT for Soldiers without profiles 
consists of push-ups, sit-ups, and a 2ïmile run. 

Click ñNEXTò  

 

AR 600-9 Chapter 3 AR 350-1 and FM 7-22  

Mandatory comment for APFT ñFAIL,ò ñNO APFT,ò 
ñPROFILEò (if it hinders duty performance), 
ñPREGNANT/POST PARTUM,ò and ñNOò for AR 600-9 
compliance 

 

Refer to DA 
PAM 623-3, 
Chapter 3 
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¶ DA PAM 623-3, Chapter 3 - block cðCharacter - Rating officials will comment on how well the 
rated NCO promoted a climate of dignity and respect and adherence to the requirements of the 
SHARP Program. This assessment should identify, as appropriate, any significant actions or 
contributions the rated NCO made towardð 
 

1. Promoting the personal and professional development of subordinates. 
 

2. Ensuring the fair, respectful treatment of unit personnel. 
 

3. Establishing a workplace and overall command climate that fosters dignity and respect 
for all members of the unit. 

 
4. This assessment should also identify any failures by the rated NCO to foster a climate 

of dignity and respect and adherence to the SHARP Program. 
 
 

 

Mandatory Comments for SHARP 

adherence 

Bullet comments for 
SGT - 1SG/MSG 

Substantive 
comments for 
ñFAR EXCEEDED 
STANDARD,ò 
ñEXCEEDED 

STANDARD,ò ñDID 
NOT MEET 
STANDARDò 

 

Mandatory Comments to 
support ñDID NOT MEET 

STANDARDò 

SGT NCOERs will only have 
ñMET STANDARDò and ñDID 
NOT MEET STANDARDò 

Click ñNEXTò  

 

Refer to ADRP 6-22 
and ADP 6-22 for 
addition information 
on Armyôs attributes 
and core leader 
competencies 
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¶ DA PAM 623-3, Chapter 3 - Bullet comments are mandatory regardless of the box check rating 
given (at least one bullet will be entered in each block of c through i). Standardized rules apply 
to bullet comments on NCOER. Bullet comments willð 
 

1. Be short, concise, to the point. Bullets will not be longer than two lines, preferably one, 
and no more than one bullet to a line. 
 

2. Start with action words (verbs) or possessive pronouns (his or her); personal pronouns 
(he or she) may be used; use past tense when addressing how the NCO performed 
and his or her contributions made during the rating period. 
 

3. Be double-spaced between bullets. 
 

4. Be preceded by a small letter ñoò to designate the start of the comment. Each bullet 
comment must start with a small letter unless it is a proper noun (name) that is usually 
capitalized. 

 
5. Support the box checks by rating officials. 

 
6. Use a specific example only once; therefore, the rater must decide under which 

attribute and/or competencies the bullet fits best (or is most applicable). 
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Bullets should be 
short, concise, to-

the-point comments 
starting with action 

words (verbs) or 
possessive pronoun 

(his or her). Bullet 
comments will not be 
longer than two lines. 

 

Comments must be 
preceded by a small 
ñoò and start with a 
small letter unless it 
is a proper noun that 
is usually capitalized. 

 Bullet comments 
must be double 
spaced between 

bullets and a specific 
bullet can only be 

used once. 

Click ñNEXTò  

 

DA PAM 623-3,  
Chapter 3 
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¶ DA PAM 623-3, Chapter 3 ð Rater Overall Performance  
1. The rater makes an assessment of the rated NCOôs overall performance when 

compared with all other NCOs of the same rank the rater has previously rated or 
currently has in his or her rated population. This performance is evaluated in terms of 
the majority of NCOs in the raterôs population. If the performance assessment is 
consistent with the majority of NCOs in that grade the rater will place an ñXò in the ñMET 
STANDARDò box. If the rated NCOôs performance exceeds that of the majority of 
NCOs in the raterôs population, the rater will place an ñXò in the ñEXCEEDED 
STANDARDò or ñFAR EXCEEDED STANDARDò box. (The intent is for raters to use 
these two boxes when identifying the upper third of NCOs for each rank, with further 
stratification of the upper third of NCOs placed within the ñFAR EXCEEDED 
STANDARDò box). If the rated NCOôs performance is below the majority of NCOs in 
the raterôs population for that grade and the rater believes the rated NCO should be 
further developed, and/or the rated NCOs performance has not met standards 
required of an Army NCO, the rater will place an ñXò in the ñDID NOT MEET 
STANDARDò box. 

2. An assessment of ñDID NOT MEET STANDARDò in previous blocks c through h by the 
rater results in only an overall performance assessment of ñMET STANDARDò or ñDID 
NOT MEET STANDARDò able to be rendered by the rater. 

Enter the # of NCOôs 
in this grade that you 
currently rate 

 
Enter Overall 

PERFORMANCE 
bullet comments and 

select the 
appropriate rating. 

 
Click the ñLockò 

button 
 

Rater comments are limited to PERFORMANCE 
ONLY; comments on potential such as future military 

schooling, promotion or assignments are not 
authorized (AR 623-3, Chapter 3) 

 

No ñLockò button on 
the SGT NCOERs 

 

Click ñNEXTò  
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3. Bullet comments are mandatory and should compare the performance of the rated 
NCO with his or her contemporaries during the evaluation period (see AR 623-3). The 
focus is on performance results achieved and the manner by which they were 
achieved. 

 
 
 

 
 

SGM/CSM NCOER Part IV 
 (Refer to DA PAM 623-3, Chapter 3) 

 
 
 

 
 

 
 

¶ DA PAM 623-3, Chapter 3 - In the space after the word ñAPFTò the rater will enter ñPASSò or 
ñFAILò and the date (YYYYMMDD) of the most recent record APFT administered by the unit; it 
will be within the 12ïmonth period prior to the ñTHRUò date of NCOER. However, the APFT date 
does not have to fall within the period covered by the NCOER. If the NCO was unable to 
participate in the most recent record APFT (for example, due to a profile or pregnancy), his or 
her status at that time will be documented appropriately. The APFT for Soldiers without profiles 
consists of push-ups, sit-ups, and a 2ïmile run. 
 

AR 350-1 and FM 7-22  AR 600-9 Chapter 3 

Mandatory comment for APFT ñFAIL,ò ñNO APFT,ò ñPROFILEò (if it hinders 
duty performance), ñPREGNANT/POST PARTUM,ò and ñNOò for AR 600-9 
compliance 

 
Click ñNEXTò  

 

Comments 
must be in 
Narrative 
format 

 

Mandatory Comments for SHARP adherence 

Comments 
must be in 
Narrative 
format 

 

Click ñNEXTò  

 

The Rater can now click on the ñClick Here to Signò button on the evaluation and sign the NCOER. 
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¶ DA PAM 623-3, Chapter 3 - block cðCharacter - Rating officials will comment on how well the 
rated NCO promoted a climate of dignity and respect and adherence to the requirements of the 
SHARP Program. This assessment should identify, as appropriate, any significant actions or 
contributions the rated NCO made towardð 

1. Promoting the personal and professional development of subordinates. 
2. Ensuring the fair, respectful treatment of unit personnel. 
3. Establishing a workplace and overall command climate that fosters dignity and respect 

for all members of the unit. 
4. This assessment should also identify any failures by the rated NCO to foster a climate 

of dignity and respect and adherence to the SHARP Program. 
 
 

 
 
 

 
 
 
 

Comments 
must be in 
Narrative 
format 

 

Click ñNEXTò  

 

Comments 
must be in 
Narrative 
format 

 

Click the 
ñLockò 
button 

 

Click ñNEXTò  
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Click the ñSenior Raterò button  

 

Complete any 
administrative data 
that was not carried 
over from the NCOER 
support form. 

 

Click ñNEXTò  

 

The Rater can now click on the ñClick Here to Signò button on the evaluation and sign the 
NCOER. 
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Determine if a 
Supplementary 

Reviewer is required 
(AR 623-3, Chapter 2) 

 
Is the Rater and/or 
Senior Rater an Army: 
E-9, CW-3 thru CW-5, 
or O-3 or higher? 

 

AR 623-3, Chapter 2 
for Senior Rater 
qualifications 

 
Enter the # of NCOs in 
this grade that you 
currently rate 
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¶ AR 623-3, Chapter 3 - Any technique aimed at making specific words, phrases, or sentences 
stand out from the rest of the narrative, including, but not limited to the following: Inappropriate 
references to box checks (OERs and NCOERs) (for example, a senior rater may not refer to 
the box check that would have been given to a rated officer or NCO if his or her profile 
supported it, or characterization of the rated officer or NCO as a ñtop boxò, ñMOST 
QUALIFIEDò,). Specific selection board-type language. Examples of this include, ñdefinitely a 
6+ Soldierò. 

 
 
 
 
 
 
 

 

  

 

Click ñNEXTò  

 

Senior Rater 
comments must 

address the Soldierôs 
potential. 

 
Cannot mention box 

check or board 

language in the 

narrative (i.e., ñMOST 

QUALIFIED NCOò, 

ñ6+ NCOò, ñIf my 

profile allowed, I 

would rate this NCO 

higher.ò); these are 

considered 

prohibited narrative 

 

Refer to DA 
PAM 623-3, 
Chapter 3 

 

The Senior Rater can now click on the ñClick Here to Signò button on the evaluation 
and sign the NCOER. 

 

The Rater Soldier can now click on the ñClick Here to Signò button on the evaluation 
and sign the NCOER. 

 

If a Supplementary Reviewer is not required (AR 623-3, Chapter 2), the evaluation can 
now be submitted to HQDA for processing. 
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Click the ñSupplementary Reviewerò button, if applicable  

 

Complete any 
administrative data 
that was not carried 
over from the NCOER 
support form. 

 

Click ñNEXTò  

 

Indicate if you desire 
to provide any 
comments 

 

The Supplementary Review can now click on the ñClick Here to Signò button on the 
evaluation and sign the NCOER. 

 

The evaluation can now be submitted to HQDA for processing 
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Creating an OER Support form 
 

 
 

Enter applicable 
information for: 

Rated Officer, 
Rater, 

Senior Rater, and 

Intermediate Rater 
(if applicable) 

Click ñNEXTò  

 

Creation of an OER Support Form and corresponding OER 
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Complete the 
Admin Data for 
the Rated Officer 

 

Click ñNEXTò  
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Complete the 
Admin Data for 
the Rater, 

Senior Rater, 

Intermediate 
Rater (if 

applicable), and 
Supplementary 
Reviewer (if 
applicable) 

 

 

Click ñNEXTò  
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Click ñNEXTò  

 

Enter appropriate 
Counseling dates 

 

Identify the 
Principal Duty 
Title, Position, 
and Duties and 
Responsibilities 

 

Click ñNEXTò  
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Indicate major 
performance 
objectives 

 

Record 
significant 
contributions 

 

Click ñNEXTò  

 

Repeat the above step for Part V, A - F 

 

Rater record Self 
Development 
Goals 

 

Senior Rater 
record 

Comments  

 

Click ñExitò  
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Creating an OER 
*Failing to comply with the error messages generated within EES could result in the inability to sign 
the evaluation or result in the evaluation being returned for corrections. 
 
 
 
 
 

 
 
 
 

 
 
 

 

Select the ñCreate OERò button on the top of the OER 
support form  

Select the ñRated Soldierò button  

Complete all 
Admin Data not 
auto populated 
from the support 

form  

 

Click ñNextò  

 

Refer to DA PAM 
623-3, Chapter 2 
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Select 
appropriate 
ñReason for 
Submission,ò 
Rating period, 
and ñNon-

Rated Codeò if 
applicable  

AR 623-3, 
Chapter 3 

 

DA PAM 
623-3, 
Chapter  
2 
 

Click ñNextò  

 

Select the ñRaterò button  

Complete all 
Admin Data not 
auto populated 
from the support 

form  

 

Click ñNextò  

 

Refer to DA PAM 
623-3, Chapter 2 

 


